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1 Module: Emergency Event Re port

The Emergency Event report is used to record unplanned events and associate incidents
with events . For example, an emergency event may be a F3 tornado. Several incidents

Learning

may be associated with that such as a destroyed building or infrastructure damag e. A Objectives

hurricane may be an event that contains incidents such as looting after the storm.
Events and Incidents are determined by your |j
Note: All person names and corresponding titles used in this document are

fictitious. The names and titles are being used for the sole purpose of
illustrating the systems' features and functionalities in an instructional

After
completing
this module,
learners will
be able to:

9 Create, view

environment. and update
Emergency
. N p Event
11 What is an OEventao Report
. . . . . forms.
An event in the NC4 Application is a major occurrence that often spawns incidents,
thou gh incidents also occur independently of events. Emergency events are more Describe the
regional in scope, have the ability to trigger incidents and are not as easily geo - elements of
locatable. an

Two types of Events are:

Emergency Events include earthquakes, hurricanes and tornadoe s. In the NC4
Application , various forms such as Incident Report and Resource Requests are
associated with events. The proper association is important because the information

is categorized to support the incident management process and concurrently the

FEMA reimbursement process . Emergency Events are generally initiated by key
personnel at the onset of the event; often times prior to operation activation and
almost always before other users begin to enter related documents (i.e. incidents,

resource request s, etc.). For example, an Emergency Event report would be created

for an approaching hurricane. This is primarily a management function.

Planned Events are comprised of mu ltiple plan ned activities. Examples of Planned

Events are large political conventions, large -scale sporting events such as the
Olympics and the Super Bowl, or music festivals. These events embody a number of
planned activities such as venue parties, news ¢ onferences, practice sessions and

geographically disbursed surveillance.

Emergency
Event
Report form.

Apply
common
elements.

Planned Events are discussed further in the Module: Workbook.

ICON KEY

Valuable information

Test your knowledge

Keyboard exercise

Review

—_ — COPYRIGHT © 2008 NC4
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2 General Overview of Emergency Event Reports

This section of the module provides an overview ofa n Emergency Event Report form. You
will become familiar with the layout of the form and understand the type of information
that it can contain.

21 Viewing Emergency Event Report Forms

Existing Emergency Event Reports are presented to you based on the Event name .
Select Emergency Ev  ent fromthe Report navigation drop down menu , as shown in
Figure 1.
Report: Emergency Event -
Alltdy Reports -~
Al Report= il
iy Report=s
Ewventincidentfa.ctivity

m

Medical Incident
Suzpicious Package
Dizeasze Surveilance
Alert Bulletin

Call Center

Figure 1 Emergency Event Report List

This view gives you a snapshot of the status of all Emergency Event reports in the
jurisdiction sorted by name as shownin Figure 2.

Report: *  Wiewby: MName -
Emergency Event by Mame #| Expand A1l Collzpse Al
[ e ] [ Delet ] [ Print ] Auto @ off ) on This sereen last updated
reate elete Ll Refresh = - [00:00:05:04]

Status Frognosis Start Date La=st Upd=ted

EI 2003 Flood eﬁssistance Requirad oWDrsening 05252009 st 10:10 EST 070720039 =t 11:38 EST
D Explosion =t Airport @ Unknown @ Improwing 0823002003 =t 1025 EST 09002003 =t 0705 EST
I:I HAM1 Cwtbresk ¥ Under Cartral Y Stable 051902003 =t 16:52 EST  OVO02003 =t 1700 EST
I:I Hurricane Xerxes ¥ Undar Cantral @ Irnprosing 040252003 =t 14:12 EST 0582003 at 03:42 EST
EI Jet Port Bomb Threst @ Major Assistance Required @ Unknown 07092008 st 17:03 EST 07092003 =t 17:04 EST
EI Orlando Terrorist Threst eﬁssistance Required oWDrsening 0440322009 =t 14:20 EST 02062009 =t 20043 EST
Figure 2 Emergency Event Summary S creen
- - COPYRIGHT © 2008 NC4
- W WY W All Rights Reserved
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2.1.1 Sorting Emergency Events

The Emergency Event summary screen can be sorted by Event Name, S tatus,
Prognosis, Start Date, and Last Updated with a & (Figure 2) or by selecting sort order
inthe View by drop down menu as shown in Figure 3.

View by:  Mame -
Status

DatesTime

Situation Detail
Latest Situstion Detail
All

Data Sharing Status
Hiztory

Figure 3 Emergency Event View b y Drop D own Menu

2.1.2  Viewing an Emergency Event

To view an existing  Emergency Event Report in the center view frame , click the Event
Name link as shownin  Figure 4, to open the report form

Report: Emergency Evert >  Wiew by MName hi
A
Emergency Event by Name #| Expand All Collapse Al
[ Creat ] [ Delet ] [ Print ] Auto @ oF () on s screen lastupdated
reate elete Ti Refresh = - [D000:20:25)
u Ewert Name Status Frognosis Start Date Last Updated
| 2009 Floed oﬁssistance Required °Worsening 05/25/2009 =t 10:10 EST 070742009 =t 11:38 EST
[ Explosion =t sirport @ @ ) OE/30/2009 =t 10:28 EST  09M0/2009 at 0706 EST
Urknoeem Improwing

D H1H1 Outbreak 05M9/2003 =t 16:58 EST  0V/032003 at 17:00 EST

¥ Urnder Cortral Y Stable

Figure 4 Openingthe  Emergency Event Report

You will be presented with the emergency event report as shown in Figure 5.

- L COPYRIGHT © 2008 NC4
— W “w All Rights Reserved

1 Click the

arrows ( ¥)
in column

he adings to
sort the list

in ascending
or
descending
order.
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'QJ Help

[ Updzte ][ Dzl et ][ Print ][ Close ]

Emergency Event Report

*Red Label: indicates a required field.

Basic Info Attachments & Overlays | Distribution & Sharing

WHAT IS THE CURRENT STATUS OF THIS EVENT?

*Status: *Prognosis:
Red--Assistance Required Red--WWorzening 1 *Red
WHAT IHFORMATIOH CAH YOU PROVIDE ABOUT THIS EVENT ? Label
indicates a
Report Type: *Event Type: required
Emergency: Flood .
gy field.
*Event Hame: Severity:
2009 Flood High
Timeline
Start Date: Completion Date: 1 Scroll
05/25/2008 &t 10:10 EST down to
SITUATIOH SUMMARY see all the
Add Henw Situstion Surmmary fle'dS in
08042003 =t 10:14 EST mdeme-State of Maine e the

Emergency
their banks or are close to cresting. Event

Report.

Heawy rain throughout the state is causing flooding to occur. Many rivers have either crested

- Expand

Description

Action Plan:

RESPOHSIBLE ENTITY:

Uncheck to send Targeted Alert OHLY to the individual selected. wWhen checked a Targeted Alert is sent to all users whose
Perszonal Profile matches the Org/lLocation and Position selected.

Individual: Organization/Location:
Position: Agency:
RELATED REFORTS
Hame /Subject: EventiIncident/Activity: Report Type:
| Wazhhurn - Marthern Maine E-2003 Flaod Incich=~*
Figure 5 Emergency Event Report in view mode
- - COPYRIGHT © 2008 NC4
=14 "W All Rights Reserved
e
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The Emergency Event Rep  ort form contains the following:

A What is the Current Status of T his Event ?

A What Information Can You Provide About This Event ?

A Situation Summary

A Responsibly Entity

A Related Reports

In addition, the Emergency Event Report form contains tabs with th e systemods
common functions: Notification, Geo -Location, Attachments & Overlays, and

Distribution & Sharing. These functions are described in detail in the Module:

Common Functions.

1 Deleted
reports are
removed

[ Updzte ][ Delete ][ Prirt ][ Cloze ]

You will see the buttons in the upper
right corner of the Emergency Even t screen in View mode depending on your

- ) o from active
system access level and the discretion of the System Administrator. Use the lists but are
Update button to edit or add information to the report, the Delete button to maintained
delete the report, the Print  button to print a copy of the repo rt, and the Close in history.

button to close the report window.

: — COPYRIGHT © 2008 NC4
= )/ All Rights Reserved
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3 Let 0s get wiihaamiEmeargancy Event Report

In this section of the module, you will follow a step -by - step walk through of creating an
Emergency Event Report . You will become familiar wit h the details of the Emergency
Event Report form and gain practical experience with the type of information that it can

contain.

3.1 Creating Emergency Event Report S

To create an Emergency Event Report , perform the following steps:

1. Select Emergency Event from the Report navigation drop down menu.

2. Click the button below the Emergency Event by Name in the
center view frame

An  Emergency Event Report opens in a new window as shown
in Figure 6.

—_ = COPYRIGHT © 2008 NC4
s = All Rights Reserved
—
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'Q] Help
Emergency Event Report
gency P
*Red Label: indicates = required field.
Basic Info | Hotification Attachments & Overlays | Distribution & Sharing _
WHAT IS THE CURREHT STATUS OF THIS EVEHT ?
*Status: *Prognosis:
Select One -
Select Cne -
1 *Red
WHAT IHFORMATIOH CAH YOU PROVIDE ABOQUT THIS EVEHT ? Label
Report Type: *Event Type: indi cates
Emergency: Select One - a
*Event Hame: Severity: r_EqUIred
| Select One - field.

Timeline
Start Date: Completion Date:
| [t ] | [ ]
IHITIAL SITUATION SUMMARY

-
Description

-

- Expand
Action Plan:
| | [ Select ]
RESPOHSIBLE EHTITY:

ncheck to send Targeted Ale 0 the individual selected. When checked a Targeted Alert is sent to all users whose
Uhkt d Targeted Alert OHLY to the individual selected. Wh hecked a Targeted Alert i nt to all b
Personal Profile matches the OrglLocation and Position selected.

Individual: Organization/Location:
| | [ Select ] | | [ Select ]
Position: Agency:
| | [ Select ] | | [ Select ]
RELATED REPORTS

| -

Figure 6 Emergency Event in Create Mode

The form contains many fields, some of which you must scroll down in the window to
view . Mandatory fields are noted by a red asterisk ( *). We will summarize the fields
used in this form in the upcoming sections

- = COPYRIGHT © 2008 NC4
s e All Rights Reserved
S
—_—
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3.2 BasiclInfo

3.21 Whatisthe Current Status of T his Event ?

The Basic Info  tab requires that the Status and Prognosis  be the primary method of
describing the event. Both mandatory fields must be completed with the best possible
assessment of the event to date.

3.2.1.1 STATUS
Select the event status from the choices in the drop down menu, as shown in Figure 7.
*Status:
Fed-Azzistance Reguired -
Select One
Black-Major Asziztance Reguired

Red nce Required
Yelowe-Under Contral
Green-Resolved
Gray-Unknown
Blue-Closed

Figure 7 Event Status drop -down menu

1 *Red
3.2.1.2 PROGNOSIS Label
indicates
Select the event prognosis from the choicesint he drop -down menu , as shownin Figure a required
8. field.
*Prognosis:
Red-Worsening -
Zelect One

Red-¥Worsening

Y ellowe-Stakle

Grean-lmproving
Gray-Unknown

Figure 8 Event Prognosis drop -down menu

- L COPYRIGHT © 2008 NC4
— W “w All Rights Reserved
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3.2.2  What Information Can You Provide About This Event?

In this section,  all additional information regarding the event will be entered. The
Event Name and Event Type are required fields .

3.2.2.1 REPORT TYPE

The Report T ype field is defaulted to Emergency as shown in Figure 9.
Report Type:
Ermargency:

Figure 9 Report Type F ield

3.2.2.2 EVENT NAME

Enter a descriptive name for the event as show n in Figure 10.

*Event Hame:

Hurricane Fay

Figure 10 EventNameF ield

3.2.2.3 EVENT TYPE
Select a type for the event from the drop down menu as shown in Figure 11.
*Event Type:
Severs Weather- Hurricane w | |SearchfAdd

Severe Weather- Hurricane -
Severe Weather- Lightning

Severe Weather- Cther

Severe Weather- Storm

Severe Westher- Tarnadao

Severe Weather- Wind

Sinkhole

Sporting Evert j
Ztreet Fair

Terrorizt Incident- Biological
Terraorist Incident- Bombing
Terrorizst Inn::iden?- Chemical Ll — \_

Figure 11 Event Type drop down menu

—_ = COPYRIGHT © 2008 NC4
s = All Rights Reserved
—4
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If the event type ¢ annot be found through the drop down menu |, click the
Search/Add button and either use the search option for the type or a ddan ew
event type to the report , as shownin Figure 12. Create yourown event type by
keying itintothe  Other field and clickingthe  Add button as shownin  Figure 12.

*Event Type:

Severe Westher- Hurricane - Searchfﬁdd D

"E E Team Search Dialog - Windows Wm =NECIN X
|{f]' btk previene ncdousde popupssearch_add.jspftarget=eventTypeftheader="Event | L |

( *Event Type: 1

-

Search: |h

»

Harrazssment

Hazardous Material Incident- Biological
Hazardous Material Incident- Chemical
Hazardous Material Incident- QiliPetroleurm
Hazardous Material Incident- Radiological
Hazardous Material Incident- Unknown
Severe Weather- Hail Storm

Severe Weather- Hurricane

Terrorist Incident- Shooting/Hostage
Terrorist Threat- Shooting/Hostage

[.m

@ Internet | Protected Mode: On IR W 1111

Figu re 12 Search/Add Event Type

—_ = COPYRIGHT © 2008 NC4
s = All Rights Reserved
—
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3.2.2.4 SEVERITY
-down menu as shownin  Figure 13.

Select the severity for the event from the drop
Severity:

High

Select One

Catastrophic

Modderste

L

Figure 13 Severitydrop  -down menu

3.2.2.5 TIMELINE: START DATE

Click the Set button for the  Start Da te field to open the
shown in Figure 14.

Date and Time dialog box, as

Timeline
Start Date:
09/30/2009 at 16:05 EST (| [ Set ] N

& E Team Date Dialog - ;ndcuws Internet Ex,.. (L= e

|{E} http:Hprexw.usfeteam;’pu:upupsfdate_time_dialng._i| @|

y
'l A
Please Choose a Date and Time

PR DIC HH fulhd

|c|9;3|:|r2|:||:|9 |[Ea|endar] 16 » 05 =

(k) [coren | [ e |

f v EIANW v

&) Internet | Praotected Mode: On

Figure 14 StartDate F ield Date/Time Dialog Box

Click the Calenda r button to open a calendar in which to click the appropriate date, as

shownin Figure 15.

- - COPYRIGHT © 2008 NC4
— " g All Rights Reserved

15



NC4 TRAINING

EMERGENCY EVENT

o

| hitp:ffpreview.nc4.us ...

-
Select Date from Below

| duly v|[eoms ]
Mo Tu We Th Fr Sa

Use the drop down menus to set the appropriate time. Click the

finished.

3.2.2.6

Click the Set button for the

box, as shown in
15.

Cancel

8 Internet

Figure 15 Calendar Dialog Box

OK button when

COMPLETION DATE

Completion Date
Figure 16. The Calendar Dialog

field to open the  Date and Time
box can be used as shown in

dialog
Figure

Completion Date:

"E E Team Date Dialog - Windows Internet Ex... I.Elﬂlg

|m http:ffpreview.nc4.usfeteamfpupups;‘date_time_diah:ng.j| L |

Set

'l ™y
Please Choo=se a Date and Time
MARID D ™ HH P
|EIEIJ3EIJQEIEIEI | [ s ] 16 » 12 -
[ 0K ] [ Canceal ] [ Clear ]
&) Internet | Protected Mode: On dg o H00% -
Figure 16 Completion Date Field

COPYRIGHT © 2008 NC4
All Rights Reserved
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3.2.3 Initial Situation Summary
The Initial  Situation Summary section is where you can enter your initial
assessment of the situation relating tothe event asshown in Figure 17.

3.2.3.1 INITIAL SITUATION SU MMARY

Key in the information regarding the Initial Situation Summary , as shown in  Figure
17.

IHITIAL SITUATIOH SUMMARY

High winds above 85 mph as storm came ashore. Storm zurge above 4 feet along coastal areas. P

Figure 17 Initia | Situation Summary Field

3.2.3.2 DESCRIPTION

Enter additional information to describe the event in the Description field as shown in
Figure 18. Clickthe Expand button to openthe Expanded Text Window if you require
space where additional information can be added and reviewed. Click the OK button
when complete.

De=cription

Posever outages have been minimal during hour 1 of the storm making landfall -

& E TEAM Expanded Text Window - Windows Internet Explorer

(€) hitp://previewncd.usfeteam/popups/pop_expand.jspitargetFieldMame= Cription&updateEnable=undefined

| Expanded Text Window /

Fower outages have heen minimal during hour 1 of the storm waking landfall

Figure 18 Description  with Expand F ield

h—1 = COPYRIGHT © 2008 NC4
= W, ~ M All Rights Reserved
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3.2.3.3 ACTION PLAN
Clickthe Select button tochoosea n ActionPlan  from the dialog box  as shownin Figure
19. Clickthe Name link of the appropriate task to add to the Action Plan field.

Action Plan:

Hurricane Plan 72 kbr

'IE E TEAM Select Acticn Plan - Wind...
|{i} http:ffpreuiew.nc4.usfeteamfcummMnF| @|

-,

I's /’
SELECT FROM OPTIOHS BELOVY

P Downtown Evacustion Lewel |

b Hurricane Plan 72 hr

¥ Hazhi=t Spill I

Figure 19 ActionPlan Dialog B ox

The selectioninthe  Action Plan  dialog box residesin  the Task Template

: L] COPYRIGHT © 2008 NC4
= W N All Rights Reserved
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3.24 Responsible Entity

3.2.4.1 RESPONSIBILITY ASSIGNMENT

Responsibilities can be assigned by Individual, Organization /Location, Position , or
Agency . If you d esire to send the report to ONLY the selected individual, uncheck the
Target Alert box. W hen the Target Alert box is checked as shown in Figure 20, the
report is sent to all users whose Personal Profile matches the Organization/Location

and Position selected .

RESPONSIBLE ENTITY:

Clear Responsibility

Uncheck to send Targeted Alert OHLY to the individual selected. When checked a Targeted Alert is sent to all users whose
Personal Profile matches the Org/Location and Position selected.

Figure 20 Clear Responsibility checkbox

Responsible parties can be assigned in the same manner for an Individual,
Organization, Position, or Agency . If the responsibility is assigned to an individual,

th e system may generate information in the other fields  if it was capt ured in the Personal
Profile form.  Click the Select button of any of the four options to view the options in a
new window. Click the appropriate links to choose the responsible parties. The options

for the Individual field have been shown in Figure 21.

- - - 1
|'"““"“““" | @ E TEAM Select Individual... ree=h RS

Q http:;‘;‘preview.ncd.us;‘eteamfrepurt.-’[:| L |
Position:

-
| | [ Select ] ( Select From Options Below 1
Hame
RELATED REPORTS admin, cpog =
1 Admin, NC4
L —d it rsev -,
Figure 21 Responsible Party Individual option menu

: — COPYRIGHT © 2008 NC4
= )/ All Rights Reserved
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3.2.5 Related Reports

3.2.5.1 RELATED REPORTS
Click the Select button to open the Select Related Reports dialog box as shown in
Figure 22.
RELATED REPORTS
A @ E TEAM Select Related Reports - Wi... L= =) e
Action Request - Expand Searches -
|® http:ffpreview.nc4.usfeteamfreport/emergencye| ] |
a4 (ET # SELECT FROM OPTIOHS BELOW -
Hame Report Type E
I Expand Searches Action Requas‘tl .

Public: Heath Agency SitRep

Figure 22 Related Reports Dialog Box

To select the appropriate repont, click the checkbox to select as many reports as needed.
When all reports have been selected, click the OK button to popu late the Related
Reports  field as shownin  Figure 22.

—_ = COPYRIGHT © 2008 NC4
s = All Rights Reserved
—
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3.3 Notification

Notification is used to inform other users that they need to view or take action on a
report, as shown in  Figure23 The Notification functionality can be accessed through
the Notification tab, orin an embedded section in the form.

1 Use
@ r Notification
Emergency Event Report _ to notify both

*Red Label: indicgiagaraquirad field.

non -users
about a
HOTIFICATION report in the

Syste m.
Send Notiﬁcation @ Mo
40

Message (max. 1 for mabile users)

Basic Infc | Hotification L(: r0-Location

!

I -

1 Toinclude
the URL link

select Recipients ( ndividusis Groups Hotification List inthe email,
(click a link to add to the i ” (elick a link to remowve a user from the notification list) an (E) mUS'[

appear
before the
recipients
email
address.

Without the
(E), the
recipient will
receive the

email
Document Crested by: cortent on 09/30/2003 =t 16:41 EST LasthModified by: contert on 0953002009 =t 16:41 EST message

Other Email addresses
(Use the standard email format e.g., johndoe@eteam.com. Separate each address with a comma)

Copyright & 2003 by NC4 Public Sector LLC, All Rights Reserved.

without the
link.
Figure 23 Notification Fields in Create Mode

This feature sends messages to an e mail account , pager, phone or Personal Digital
Assistant (PDA). Email messages can contain either your keyed in message or the
message with the URL link that, when clicked, will bring the recipient to the
app!l i c alegin screénsand open the report which you sent t hem. A short message
without the URL link is sent to other devices.

™
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331 Using Notification

The Notification feature is used if you elect to inform other individuals that they need
to view or take action on a report. Click the Notification tab or go to the
N otification section within the report to complete the following sections.

3.3.1.1 SEND NOTIFICATION
To use notification, while in create or edit mode, enable the Yes radio button in the
Send Notification field. The notification will appear in each of the categor ies

selected in the Personal Profile form notification section.

If you choose NOT to use notification, while in create or edit mode, enable the No
radio button in the Send Notification field. The message entered in the report will

travel with the report an d be maintained in the application, but no one will be
specifically notified.

3.3.1.2 MESSAGE

Enter a short message of 140 characters or less in the Message field (for digital
devices). You may copy and paste information from the report into the Message box.

3.3.1.3 SELECT RECIPIENTS

Next, select the recipients of the message by using the Individuals  and/or Groups

links above the  Select Recipients field. Popul ate the Select Reci pientds
clicking the Individual or G roup Name links nexttothe Select Recipients pane. The

Sel ect Recipientébés pane wil/l popul ate with the applica
a Personal Profile form.  Select recipients by clicking their Name link. The individual or

group selected will appear in the Notification List pane. To avoid duplica tion, the

application allows selecting a user once. You can deselect a user f rom the

Notification List pane by double clicking the users Name link. The user will be

returned to the  Select Recipients pane. To validate message transport, check to

ensure that the selection has tag lines such as a valid email address (E), or other
notification information that resides in their Personal Profile form.

3.3.1.4 OTHER EMAIL ADDRESSE S

You can add other addresses that are not already in the system via the Other Ema il
address es field. Validate that the email address is in the correct address format
(e.g., fily ou @y o u r. Recipiants w. hg donot have access to the application

will receive your email message, but will not be a ble to access the application to view

the report .

: COPYRIGHT © 2008 NC4
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3.3.1.5 COMPLETED NOTIFICATI ON REPORT

A completed Notificati  on r eport prior to clicking Submit isshownin Figure 24.

@ Help

Emergency Event Report

*Red Label: indicates a required field.

Basic Info

Hotification

HOTIFICATION

Send Hotification? () Yes @ Mo

Mesgage (max 190 characters for mobile users) I}

Hurricane Fay cresting significant damage with storm surge.

Available
ndividuals or

Select Recipients individuzls Groups
(click a linkto add to the notification list)

= ation List
(click a link to remowve a user from the notification list)

Ceveloper, Cortert- (E) S0

Admin HC4 E Team
Suppart

Anal Coursewsare Director EOC Offline
Anderson, balcolm Logistics hass Care Offline
Chief

Arnold, Amber ESF 3 (Public Emergency Management Offline -
4 1 ] 3

Other Email addresses

(Use the standard email format e.g., johndoe@eteam.com. Separate each address with a co

\ E——

ectable from within the
stem

Figure 24 Completed Notification Report

After clicking the ~ Submit button, r ecipients will receive email alerts similar to the
one in Figure 25. The email may al so contain a link to the report.

From: ETeam. Pop3@ncs.us [mailbo:ETeam. Pop3@ncs.us]
Sent: Tuesday, August 01, 2006 10:39 PM

L s HEE S S e e s e

Subject: E Team Motification

Y ou have a new Junsdiction Situation Feport

continue to monitor this situation

hittp iretrEpw . ncd u=sSl/steamhomed ogin. jsp7url=. Jreportfjuri=sdi ction.do%0
Z2HRtarget=resd%2cid=ETREP~ 714200509470 1-ste=rn-
115448252 2020E921 120 &repodt Type=jurisdictionsitrep

Sent by hMessage Center

Figure 25 Sample E-Mail Alert

COPYRIGHT © 2008 NC4
All Rights Reserved
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In addition to the email aler t, users wil |l recel eret sidt awlgen
selected as a notification recipient for a document AND has checked Targeted Alerts
as a preferred method of notification on their Personal Profile document.

To followup on the status of your Notificati on, perform the following:

Open the Emergency Event report by clicking  the Emergency Event Name link as
shown in Figure 26.

Click the Natification tab as shownin Figure 26.

= "ca Saeam
- Situational Response

Alerts: 1 Unread: 1

Emergency Event by Name | Expand Il Collapse Al

[ create | [ Delete | [ Print | Auto Refresh @ OF (7 On This sereen last updated (00:00:00:31)

u Evvert Name

B8 ramove
Start Date Last Updated

[[] MAEnenng st i
O] 2008 Floed [ = J— Fequired °Worsening 05/26/2009 =t 10:10 EST 070742009 =t 11:28 EST 17.08 EST
Emergency
Explosion 3t Airport :
[T Explosion =t Airport e ko e Improving  UE/0/2009 3t 1028 EST  09/10/2009 =t 07:08 EST Event

D Hurricane Fay
H1N1 Outbreak ¥ \nder Control Y gapie 05/19/2009 =t 16:58 EST  07/03/2003 =t 17:00 EST

e —— creating
O -ocictanoe Required @ iorsening 03302003 3t 1805 EST - 03302009 3t 17:04 EST jif;gigjr\:,nh
Ztopm sLr
O & eteam: Eme\fncy Event Report - Windows Internet Explorer lilﬂlﬂ_hj
g |(i) http:ffpravie%cél.us!eteamf'reporta’emergencyevent‘dD?target:read&id:ETREPVElIEUU81356UQ-eteam-12543432938121210?494&reportType=emergency_event | 2] |
0

@ nep
Emergency Event Report (poate ) ([pame ) [_rom_] ([oo=e )

*Red Label: indicates a required field

Basic Info [ Hetification ) Geo-Location

HOTIFICATION

k Targeted Alerts Status )

S ——
Message

Hurricane Fay cresting significart damage with storm surge.
Individuals

Developer, Cortent- (E) abullen@cil-llc com, (P) jverizoni@wireless t=t, (00 blackberry@mobile com, Targeted Alerts

Groups

Other Email addresses

Figure 26 Checking the Notification Status

Check toview a thata A Y & in the Send Notification category a shown in Figure

26. If the Send Notification cat egory di s pl theynstification was\ndt,sent
to any of the individuals. However, an individual opening the report will be able to
read the notification message in the report.

: - COPYRIGHT © 2008 NC4
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Click the Targeted Alert Status button as shown in Figure 27, and a pop up
window will display the status, as shown in Figure 28.

@ Help

Emergency Event Report [ Updats ][ Delets ][ Prirt ][ Closs ]

*Red Label: indicates a required field.

HOTIFICATION

Send Hotification? ¥ & Targeted Alers Status P

Message

Hotification

Hurricane Fay creating significant damage with storm surge.

Individuals € Targeted Alerts Status - Windows Intem;t Explorer [Elglﬂ_hJ

Developer, Contert- (E) abullg |® http:Hpreview.nc4.usfeteamfhomer’t%eted.ﬂ\ler‘t.d-:-?target:readf| @ |

-~

Groups Targeted Alerts Status
E Team User Status  Created Time
Developer Content ey 0973002009 =t 17:04 EST

Other Email addresses

Docurment Cre |

17:04 EST

Figure 27 Locating Target ed Alert Status

-
Targeted Alerts Status

E Team User Status  Created Time
Developer Contert Memay 0973002009 &t 1704 EST

Close

Figure 28 Target ed AlertStatus  window
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3.4  Attachments & Overlays

Using the Attachments & Overlays tab, you can associate any electronically

formatted information that may be useful in  providing more information regarding an
incident, as shown in Figure 29.
@ Help
Emergency Event Report

[ Update ][ Delete ][ Prirt ][ Close ]

*Red Label: indicates = required field.

Basic Info | Hotification | Geo-Location | Attachments & Overlays | D stribution & Sharing

ATTACHMENTS

[ Add From File ] [ Add From Library ]

Web Pages

Ouverlays

[ Create Owverlay ]
Available Overlay(s): Mo Cverlays on File

Docurment Creasted by: content on 0952002003 =t 16:441 EST LastMaodified by cortert on 095230/2009 =t 17:04 EST
Copyright ® 2003 by MC4 Public Sector LLC, All Rights Reserved.

Figure 29 Attachments & Overlays Fields

This information can include maps, plans, video and recorded sounds.

In this section, we will explore Attachments; the section regarding Overlays is
discussed in the Module: Common F unctions Section 3.8.

: — COPYRIGHT © 2008 NC4
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3.4.1 Attach Files

Toadd afiletoarep ort,clickthe Add From File or Add From Library button (in
View mode) asshownin Figure 30.

@ Help
Incident Report (Cwpawe | [ oeme [ puee ][ oes= |

1
Attachments
can only be

*Red Label: indicates a required field.

Additional Info | Hotification Attachments & Overlays | Digtribution & Sharing | Related Reports | Incident Command I
ATTACHMENTS

Add From File

* denotes an attachm

added in
View mode.

on to add a document
the system Document

rary.

gloaded from the common library

Document Hame

Personnel Roster Bldg 54 fed

RECONWERY doc:

on to add a document

Web Pages
bt idvovoey citvoforl ando.net -
Overlays
#

Create Owerlay

Available Overlay(s): Church Street Security and Danger Zones

Document Crested by: reormerford on OBOEZ007 st 11:27 EST LasthModitied by: reomedford on 02/06/2008 =t 20:33 EST

Figure 30 Attachment Locat ion

Clicking the Add From File  button opens the Attachments form ,asshownin Figure 31.

@ Heip

Attachments

*Red Label: indicates a required field.

ATTACHMENTS

Optional Description

I |
"Attachment File
| || Erowse. ..

Oocumernt Crested by Instructor1 on 0731920068 5t 10:51 POT
Copyright © 2006 by NC4 Public Sector LLC, All Rights Resarved.

%

‘ A

Figure 31 Attachments From File form
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Enter an Optional Description then, click the Browse button t o open the standard
Choose File dialog box and navigate to the location where the desired file is stored
on your computer or file server, as shown in Figure 32.

4 Help

[ Add Fram File ] [ Add From Library Attachments )

*Ried Label: indicates = required field.

NG E

* denotes an attachme

Document Hame

ATTACHMENTS
Optional Description
@ Evacustion Plan draft #16 finsl doc ‘) Doweritorvn Evacuiation Plan |
I N
Document Hame | —
D 'Dovweritowvn Evacustion Plan draft #16 final txd q Browse... D
g ___”

& Choose File to Upload

GU-

‘ Organize v

Local PC or
| network
WS ¥ ' files

y

Web Pages ca b Compute

Favorite Links

| bootmgr
i Downtown Evacuation Plan draft #16 final

EE. Documents
e .. -

Figure 32 Locating a File for Attachment

The Report Attachment with a description and attached file will appear as shown in
Figure 32. Click the Submit button when finished.

Alternately, clicking the Add From Library button opens the Document Library
window, as shown in  Figure 33.

Click the checkbox to select the document you wish to attach and click the
Select/Attach button to add the document as shown in Figure 33.

Document Library

[=FDacurvent Library Document Listing for Plans
Plan: Select Attach Close

curmert Name =

CEMP.doc reomerford 06/06:2007 at 11:13 EST o

RECOYER'Y doc rcomerford 06/06:2007 at 11:14 EST [}

Copyright ® 2009 by NC4 Public Sector LLC, A1 Rights Reserved.

Figure 33 Document Library window
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The Document Library window will immediately close and return you to the

Basic Info

34.2

To view an attached file,
attachment in the software in which the document was published

34.

tab in View mode. Click on the
document Name link for the Refe

View Attachments

Attachments tab to view the

rence.

click its Name link (in  View or Update mode) to open the

, as shown in

Figure

Emergency Event Report

*Hed Label: indicates a required field

ATTACHMENTS

Hotification Attachments & Overlays

[ #Add From File ]

[ Add From Library ]

an from the

@ hep *

[ Update ][ Dl ete J[ Print J[ Close J

Document Hame

library

Optional Description

-

m

=D
\m H . L] Y= RECOWERYTL] [Compatibility Mode] - Microsoft Ward = | B it
i -a Insert Page Layout References Mailings Review Wigw Deweloper '@
1 < @] [i= v = e | [e= o= [A L[ 4T %4 Find ~
Web Pages Tl v A A I|—./f| =R =RdradiE *==||§l||ﬂ| AaBl AaBhCcl AaBhCcl o :::m
Pt O-ae x, X Ao~ |- A-|ESE EI“E}MQ- div| | THeading1 THeading2 THeading3 - ggalssgf :Selm,
Clipboard ™= Font [} Paragraph E} Styles Ia Editing
[Tacco | 1 2 | El | 4 5 IR A B
Querlays b
Done - ‘
—
CITY OF ORLANDO
: COMPREHENSIVE EMERGENCY
- MANAGEMENT PLAN
: RECOVERY ANNEX
R

Figure 34 Opening an Attachment

To remove an attachment, click the Delete button next to the Name link as shown in
Figure 34.
___ ‘ — COPYRIGHT © 2008 NC4
-1 W All Rights Reserved
S
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3.4.3 Add Web Links

Links to Web -based resources are added via the Web Pages field (in create or 1 The
update mode) as shown inthe phased images in Figure 35. Web link

must be

start with
- 6http:

by
Incident Report

“Red Label: indicates a required field.

ATTACHMENTS

Web Pages

Overlays

Available Overlay(s): Mo Overlays on File

Document Created by: esasteam on 11/05/2009 at 10:27 EST L

ified by: on 1 at13:24 EST
Copyright © 2009 by NC4 Public Sector LLC, All Rights Reserved.

< I _»lj
Done &P Internet | Protected Mode: On v ®160%  ~
Key in the URL entry, separating multiple entries with a comma or line break in the

Web Pages field .

/7 County System: Incident Report - Intemet Explorer provided by Dell
® http://preview.nel. port/incident.do )

|y - = 1
© e Separate

web URL

Incident Report

entries
“Red Label: indicates a required field. .
with a
Additional Info | Notification Attachments & Overlays | Distribution & Sharing | Related Reports | Incident Command .
comma or
ATTACHMENTS aline
break.
Web Pages
hitp://www _cityoforlando.net A
v
Overlays

Available Overlay(s): No Overlays on File

Document Created by: esaeteam on 11/05/2009 at 10:27 EST LastModified by: esaeteam on 11/05/2009 at 13:24 EST
Copyright © 2009 by NC4 Public Secter LLC, All Rights Reserved.

, | o

@ Intemet | Protected Mode: On 5 v BI60% ~

. Subrnit . .
Click the button to save the information.

™
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The report will be presented to you with info in the Basic Info tab. Click the
Attachment  tab and the URL that was entered in the Web Pages field should be in
similar format as the picture in the next image.

/2 County System: Incident Report - Intemet Explorer provided by Dell

©/hitp: neh P TROPYZ1120051 125751 &ueportType=incident 2

|@ Help

Incident Report

(Corame ) (Coome ) (i) (Coome )

Distribution & Sharing | Related Reports | Incident Command .

“Red Label: indicates a required field.

Additional Info | Notification
L

ATTACHMENTS

Attachments & Overlays

[ Add From File ] [ Add From Library ]

Web Pages
http:/fwww.cityoforlando.net

Overlays

Create Overlay

Available Overlay(s): Mo Overlays on File

Document Created by: esaeteam on 11/05/2009 at 10:27 EST LastMeodified by: Instructor on 11/06/2009 at 08:17 EST
Copyright © 2009 by NC4 Public Secter LLC, All Rights Reserved.

< [0 ] v

& Intemet | Protected Mode: On $h v W160% v

Figure 35 Web Links

™

COPYRIGHT © 2008 NC4
All Rights Reserved

31



NC4 TRAINING EMERGENCY EVENT

3.5 Geo Location

Usi ng a @Geo+lLocétien tab, as shownin Figure 36, you can place an event on
the GIS map that resides within the system.

© Heip 1 Assoon

Emergency Event Report e
as you
Geo Locate,
orbsmzswm |

*Red Label: indicates a required fisld

- Hotifica don | Heo-Location 1n\tachments & Overlays

the system

automatically
enables the

GEO LOCATION & MAPPING Show on Map
Site Name  Select Site Clesr Site Site Type  Searchrfdd Yes radio
| | Select One - button.
Street Address Apt or Lot Ho.:
City State Zip
[ Lo ]
Intersection - Street 1 Intersection - Street 2
County Geographic Area (Region, District, Campus, etc).
Florida Courty Select One -

Country Select Clear
Lnited States

Additional Location Information

Geo Locate: () by Address () by intersection () byLlat&Long () by Map

Show on Map ? Geo Located By Latitude Longitude
e @ Mo | | | | | | Clear Latitude/Longitude Infor mation

Document Crested by: contert on 10/01/2009 =t 15:37 EST
Copyright & 2003 by NC4 Public Sector LLC, All Rights Reserved.

Figure 36 Geo -Location Fi elds
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You can geo locate a position using any of the following methods:

Manually enter an address
Look up a preset address
Manually enter a street intersection

Manually enter latitude and longitude

=A =4 =4 -4 -4

Look up the position on a map

3.5.1 Geo Locate By Address

To geo locate by the address you provided, click the radio button before by Address ,
as shown in Figure 37.

Geo Locate: (3 by Address () by Intersection () bylat&long () by Map

Figure 37 Geo Locate by Fields
(by Address)

Then click the button as shown in  Figure 37. A pop -up window, confirming

the location, will appear on the screen ,as shownin Figure 38.
Select from the following address(es) returned. [ Show On Map ] [ Accept ] [ Cancel ]
You entered
1 Airport Road

‘We found
(&) 1-79 ARPORT BLYD 32827 ORLANDO

Figure 38 Select By Address Dialog Box
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If more than one address is returned, select the radio button next to the most
[ Showy On Map

appropriate choice. Next, click the ] button to verify the location

Ao
graphically, as shown in Figure 39. If the location is accurate, click the
button.

1 Scroll
down to
see more
information

in the
Layers
and
Icons .

Figure 39 Showing Address Locationon Map

The available navigation tools shown on the map in Figure 39 are described in more
the next section

The Geo LocatedByfi el d now contains AStreet Addresso and t
latitude and longitude display, as shown in Figure 40.

Figure 40 Geo Located By Street Address Field
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